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Notice of Appearance and

Request for Notice
(for Attorneys)

Filing the Notice of Appearance and Request for Notice:

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1.)

EECF Bankruptcy + Adversary + Query +« Reports + Utiities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen is displayed. (See Figure 2.)

EE F Bankruptcy + Adversary + Query -+ Reports + Utilities + Logout
Bankruptcy Events

Answer/Besponse. ..
Lppesl

Eatch Filings

Claitn Actions

Court Events

Creditor Mamtenance..
File Claims
Metions/Applications
Wulti-Casze Docketing
Motices

Open a BE Case
Orders/Opinions...
Other

Plan

Trustee/US Trustee
Trustee's 341 Filings

Figure 2

L 2 Click on the Notice hyperlink.
STEP 3 The CASE NUMBER screen is displayed. (See Figure 3.)

z —
UE F Bankruptcy +« Adversary + Query + Reports « Utilities + Logout ‘?
Miscellaneous

Case Number

'31—2 3236 99125345, 1:99-hk-12345 or 1-99-hk-12345

Figure 3
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NOTE: If you have already accessed a case in this session, the number
of the last case accessed will be displayed. Accept this number if
it is the correct case for this application, or enter the correct case
number (YY-NNNNN), to include the hyphen.

* Click on the [Next] button to continue.

STEP 4 The EVENT SELECTION screen is displayed (See Figure 4.)

= C ]
UE F Bankruptcy « Adversary + Query s+ Reports -« Utilities « Logout ?
Miscellaneous

01-23236 Debra L. Dodsen

Involurtary Sumrmons Serice Executed =l
Involuntary Summaons Service Unexecuted

Motice of Appearance and Reguest for Natice

Motice of Change of Address J
Objection to Debtor's Claim of Exemptions

Operating Report

Proposed Order

Reaffirmation Agreement =l

M C\earl
Figure 4

2 Scroll to display the Notice of Appearance and Request for Notice
event.

NOTE: Typing the letter “n” will display the first event starting with that
letter.

L 4 Click to highlight, then click on the [Next] button to continue.

STEP 5 The CASE VERIFICATION screen is displayed. If this is the correct case,
click on the [Next] button to continue. (See Figure 5.)

STEP 6 The PARTY SELECTION screen is displayed. (See Figure 6a.)

Note: If the party you are representing is not listed, you will need to
Add/Create New Party.
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EE F Bankruptcy »  Adversary + Query « Reports « Utilities

Miscellaneous:

01-23236 Debra L. Dodson

Select the Party:

Dadson, Debra L. [pty:db] &l AddiCreate New P
Mayfair, Julian [tr:tr]

Moore, Steve [ustiust]

Mext Clear |

Figure 6a

Click on the [Add/Create New Party] hyperlink to add the creditor.

L 2 Enter the creditor's name in the Last/Business name field of the
PARTY SEARCH screen and click on the [Search] button to
continue.

(See Figure 6b.)

= (: 2
UE F Bankruptcy +  Adversary + Query + Reports « Utilities + Logout ?

Search for a party

SSN Tax Id
Last/Business name |imerican Expres

Search C\earl
Iy

Figure 6b

L 4 If the creditor was found, click on the [Select name from list]
button on the PARTY SEARCH RESULTS screen to continue.
(See Figure 6¢.)

NOTE: Your name search may find more than one record having the
same name as shown in Figure 6¢. Clicking on each of the
names will display a window showing the party’s address
information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on the
[Create new party] button to add a new person record with
this address.
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2,
|F F Bankruptcy  +  Adversary + Query « Reports « Utilities

Search for a party
SSN | TaxId |

Last/Business name | FF: {Person Address) - etstape NN — (C[ <]
American Express

MM 3091 Sizewore Rd.
Dallas, TZ 78555

[Party search results

Arnerican E E

Armerican E

5
Select name from list | Create new party
Figure 6¢
NOTE: If the search was unsuccessful, click on the [Back]

button on the Navigation Tool bar and perform
another name search, or click on the [Create new
party] button to add the new party.

Remove all of the creditor’s address information (if any) that was defaulted from
the search.

CHANGE THE ROLE TYPE TO : Creditor,

Click [Submit] to continue. (See Figure 6d.)

zECF Bankruptcy - Adversary + Query -+ Reports -« Utilities -« Logout 6
1% H
[Party Information
[American Express SSN:Unknown Tax Id:01-99995999
Office | Address 1 |
Address 2 | Address 3 |
City li State l_ Zip l—
County I—;I Country l—
Fhone l— Fax l—
E-mail |
ProSe m Role |[Creditor (cren |
Party text | s
Subrnit | Cancel | Clearl
Figure 6d

L 4 Select American Express as the filer and click on the [Next] button
to continue. (See Figure 6e.)
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Bankruptcy + Adversary + Query

Miscellaneous:

Reports « Utilities

01-23236 Diebra L. Dodsen

Select the Party:

Dndsnn, Debra L. [pty:db]
Mayfair, Julian [trir]
Moaore, Steve [ustiust]

AddiCreate New Party

=
Mext Clear
Figure 6e

Create the Attorney/Party association by clicking in the check-box provided on the
ATTORNEY/PARTY ASSOCIATION screen.

]
EECF Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout ?
Miscellaneous:

01-23236 Diebra L. Dodsen

[Diate docurnent filed (mandatory)

II1D/23/2DD1

Select the pdf document (for example: C4199ev501-21 pdf)
Filename

| Browse...

[Attachments to Document: @ No € Tes

Figure 7a
STEP 7 The PDF DOCUMENT screen is displayed. (See Figure 7a.)
L 4

If you do not enter a PDF document, a warning message box

displays (See Figure 7b.). This is information presented only as a
reminder.
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STEP 8

)4

bistest.aotx.ao.den - [JavaScriptApRNCAUNINN > |

& Maote: You have not selected a document.

Figure 7b

Click on the [OK] button to continue.

For the PDF document associated with this entry, follow these

steps:

Click on the [Browse] button, then navigate to the directory where
the appropriate PDF file is located and select it with your mouse.

To make certain you are about to associate the correct PDF file for
this entry, right-click on the filename with your mouse and select

Open.
(See Figure 8a.)

File Upload
Loak in: |3 PDF Files - = & e Er
-E complaint, pdf E MoticeWolConvto? . pdf ﬂ Receipt. pdf
) Copy of appttr PDF TINTCABN PDF T REQABN.PD
Hiztary E Copy of sched . pdf '@ Objection. pdf 'E Fesponze.po
’ T CREDDISK. PDF T8 Order - Denying.nd @SCHEDD.de
5 D eclaration pdf Select @Schedule F.E
] Document PDF E Schedules A
] Eshibit & - Val Petit ﬁ Stent of [ntenl
T E shibit, pf Print @SUMMDNS.;
jointmation. POF ﬂ Supplerment.p
tation. PDF Scan for Viruses... @ Trustee 341 |
Motice of Appearar @\ioluntaw Pel
Malke Available Offline 51
»
Open With 4
File: name: Mi "|
Send To b
Files of type: m -I Cancel |
Cut £

Figure 8a

This will launch the Adobe Acrobat Reader to display the

contents of the PDF document. Verify that the document is

correct.
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STEP 9

L 4 Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue box.
(See Figure 8b.)

File Upload
Lagkif: | 4 PDF Files 5 &= £ Eiv

. ﬁ complaint, pdf E MoticeWolConyvta?. pdf E Receipt.pdf
o3 (] Copy of appttr FDF TINTCAEM PDF TIREQAEM.FD
History ﬂ Copy of sched?. pdf @ Objection. pdf ﬂ Responze.pc
e " CREDDISK. PDF T Order - Denying pdt T SCHEDOD.pdi
m ﬁ Declaration pdf E Order - Filing Fees. pdf E Schedule F.p
@ Document.PDF @ Order - Granting. pdf ﬂ Schedules A
TR E whibit & - Vol Petition. pof T Ordler pot T Stmt of Inten
T E <hibit.pdf [ POF 2IP T SUMMONS.
'@ jointrnotion. POF 'E ProofClaim. pdf '@ Supplerett.p
ﬂ Mation. PDF @ Froposed Order. pdf ﬂ Trustee 347 |
i Motice of Appearance. pdf E Reaffirmation. pdf ﬂ\-’oluntar}l Pel
Kl | =]
File name: INotice of Appearance. pdf j Open [ I
Files of type: |4 Files - ﬂl

F

Figure 8b

If you have a Certificate of Service for this document say YES to
the Attachments to Document prompt. Browse and attach your
Certificate of Service document.

Click on the [Next] button to continue.

The FINAL TEXT EDITING screen will then be displayed.
(See Figure 9.)

| EE F Bankruptcy + Adversary + QOuery + Reports -+ Utilities + Logout

Miscellaneous:
01-23236 Debra L. Dodson

Hotice of Appearance and Regquest for Notice Filed by Benjawin Matlock Jr. on ;I
behalf of American Express . (LG)

Mext Clear

Figure 9
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NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

4 If the text is correct, click on the [Next] button to continue.

CAUTION: This is your last chance to change anything
before the final submission!

STEP 10 The NOTICE OF ELECTRONIC FILING screen will be displayed.
EECF Bankrupily + Adversasy + Query « Reports -« Utilities « Logout ?

Miscellaneous:

01-23236 Diebra L. Diodson

[Motice of Electronic Filing
The following transaction was received from Benjamin Matlock on 10/23/2001 at %46 A0 CDT

Case Name: Debra L. Dodson
Case Number: 01-23236
Document Number: 2

[Docket Text:
[Motice of Appearance and Request for Wotice Filed by Benjamin Matlock Jr. on behalf of American Express . (L)

The following document(s) are associated with this transaction:

[Document description: Mamn Document

Original filename: O/CMECE/PDF FilesITotice of Appearance. pdf

[Electronic document Stamp:

[STAME blkecfStamp ID=988402215 [Date=10/23/2001] [FileMumber=1453-0] [
acd3d2ffBe01d132f256 509 196f2908313059e3b6c0580b S 5fa2e2b 13000999 1cedald
114408698 1e3857a8a30 2boc ddB88 3add1c87a21 14b 31687 6{6 6080 a] ]

01-23236 Notice will be electronically mailed to:
Bruce Williams — williamsb@law. com
01-23236 Notice will not be electronically mailed to:

Benjanin Matlock

Mlatlock & Matlock Law Offices
3001 Forrester Circle
[Pleasantwille, TA 78333

Tuhan Mayfar

hlaytair & hMayfar

Eeynolds Plaza

101 E. Emgfisher Boulevard
Mew Orleans, LA 70130

Figure 10a

L 4 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.
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*

*

Clicking on the document number hyperlink will display the PDF
image of the document just filed.

To save a copy of this electronic receipt, click [File] on the browser
menu bar and select Save Frame As, or click the browser [Print]
icon to print a copy of this electronic receipt.

NOTE: This event automatically sets the Notice of
Appearance flag as a portion of the Docket Sheet
illustrates below:  (See Figure 10b.)

EE F Bankruptcy ¢ Adversary + Query + Reports -« Utilities

U.5. Bankruptcy Court
Bankruptcy Test Database (panda) (San Antonio)
Bankruptcy Petition #: 01-23236

Figure 10b
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